BUSINESS FORMS 


Fighting the Paper War With Business Forms Efficiency, 
Alfred J. Moran Jr. 

The Difference Between a Forms Designer and Author, 
Leslie H. Matthies and Gibbs Myers 

Business Forms Industry Is Century Old, Thanks to Moore 


COMPUTER SYSTEMS 


Accounting Firm Explores World of Microcomputers 

Medical Claims Processor Uses Computer for Patient Records 

Insurance Firm Processes Most of Its Claims On a CRT Screen 

The Microcomputer Is a New Universe at Your Fingertips, 
Wayne M. Gilgore 

Illinois State Lottery Has Sure Bet on Computer System 

Micro and Minicomputers in A Self-Administered EDP Audit, 
Alan C. Verbit 

More Powerful Computer Solved Overload Problem. 

Microcomputer Demand Studied 

How Long Could You Cope If Your Computer Center Failed? 


I oe nk at, oo ye SC oe be ekg 


Tapping New Customer Base Is Aim of Computer Stores 

Computer Technology Helps With Language Translation 

The Business Microcomputer Is Just That—All Business, 
Lawrence Feidelman 

Microcomputer Enhances A Bank’s Versatility 

Trust Company’s Computer Offers Instant Responses 

Buyers’ Guide to Business (Mini) Computers 

Converting a Complicated Records System to Computer, 
Mavis Eppes 


CONFERENCES 


National Office Machine Dealers Assn. Convention This Month 
European Business Shows Offer Rich Fare This Autumn 
Tele-Communications Assn. to Meet Next Month in San Diego 


National Postal Forum Next Month in Washington ........... 


National Office Products Assn. to Meet in Chicago Next Month 


Records Managers to Meet Next Month in Atlanta ........... 


Arizona Will Play Host to Next Month’s IWP Symposium 
Information Management Exposition & Conference This Month 


Las Vegas Is the Site of This Month’s Comdex .............. 


CONTROL BOARDS 


Visual-Control Systems for Organized Planning of Work 


CORPORATE RELOCATION 


Four Essentials Needed in Planning a Corporate Move, 


NE Tes. UN eased heey dee Sena eNO eee 5 


How a Major Firm Made Its Move from the Outside In, 
Timothy H. Walker 


DICTATION SYSTEMS 

A Michigan County Adds Standardized Dictation 

Improving Dictating Skills: A Checklist for Procedure, 
Kenneth L. Gorman 

Buyers’ Guide to Dictating Machines 


ELECTRONIC MAIL 


Electronic Mail’s Growth Rests on Its Acceptance, Susen S. Kay 


Electronic Mail: a Building Block for the Future Office, 
Brian Ibsen 

Electronic Mail: Exciting Approach to Business, 
Don M. Avedon 

Assets of Electronic Mail Far Exceed the Liabilities, 
Walter E. Ulrich 
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Make your 

A.B. Dick press 
more productive 
with the 
Townsend T-51. 


The Townsend T-51 Color Press. A fully self 
contained printing unit that can be added to 
your new or older A.B. Dick duplicator to 
double your productivity. 

The Townsend T-51 Color Press applies its 
image to the blanket right along with the 
A.B. Dick's image. Then, both colors are 
transferred, simultaneously, to Ge paper. 
One pass through the 
press. Two color 
printing. 

There's a Townsend 
T-51 Color Press to fit 
every new or older 
A.B. Dick 350, 360, 
375 and 385. 


The Townsend T-51 
gets you into color 
while it keeps you 
in the black. 


For complete information, call toll-free 


800/247-2262 
“TOWNSEND 
Let] INDUSTRIES 


PO. Box 97/Altoona, lowa 50009 
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© STOP OFFICE MACHINE THEFTS \ 


CORDE d ANTI-TH 
LOCKING SYSTEM— 
extremely effective 

/ The most COMPLETE line of protective | 
devices ever, from simple, one point 
lock-down up thro our exclusive 4 
point hold-downs a: 
i which permits movement up to 8 f 
while safeguarding your equipment. 
For complete information call your local 
3 dealer or write Dept. TO-12-82 
CRD-—coRrDE LOCKING SYSTEMS 
i. 555 Graham Ave., Brooklyn, NY 11222 (212) = 
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Springy, hold-tight clips that help you tag it, 
flag it, color-code it. Will not tear fingernails. 
Will not harm postage equipment. Neutral pH. 

Rustproof. 7 colors and 3 sizes for every 
clipping need. Ask for them at your stationer. 
if it’s not a Plastiklip> It Won’t — 

Made in Germany by Laurel exclusive! 











544 Armour Circle, NE Atianta, Georgia 30376 
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EQUIPMENT BUYING & MAINTENANCE 


My Order Will Arrive Soon; But There Are Questions, 
Gayle R. Cratty 
How to Maintain Long Life and Quality of Diskettes 


FACSIMILE TRANSMISSION 


Fax Units Replace "Copters As Communicators 
Fax Transceivers Speed a Maryland Bank’s Dealings 
Overnight Mail Via Facsimile Serves International Company 


FURNITURE 


Ergonomic Work Station Design Adds to Efficiency, 
John W. Meroney 

Electrofinishing of Office Furniture is Quick Process 

Office Work Stations: What to Consider in Using Them 


INFORMATION MANAGEMENT 


Carolina Law Firm Finds for Automated Operation 

Eye Institute Is On Move Toward a ‘Paperless’ State 

Electronic Office System Offers Productivity Gains 

Integrated Information System Becomes a Standard 

Accurate Time Charges Essential in Legal Work 

Boeing Saves Money With Information Processing 

Insurance Company Develops An ‘Office of the Future’ 

Philosophy and Design of Professional Work Stations, 
Brian R. Blackmarr 

Suffolk County Moves Into the Future With Automation 

Accounting Data Is Critical Factor for Contracting Firm 

New Users of Distributed Data Processing Have Diverse Needs, 
Timothy Berry 


LIGHTING 


Selecting the Best Lighting for Your Work Environment, 
Will S. Fisher 


LOCAL AREA NETWORKS 


Local Networking a Way of Life for Lumber Firm 
Microcomputers Are More Useful With Local Networks 


MAILROOM SYSTEMS 

Electronic Mailroom Equipment To Meet Now and Future Needs, 
Dale Thomas 

Sturdy Envelopes Reduced Mailroom Costs and Losses 

Desktop Unit Systemizes Preparation of Labels 

The Impact of Electronic Scales on Mail Operations 

Reusable Pouch Gets the Mail Delivered Safely 

Controlling Shipping Costs With Use of Packaging Tape 

Defining, Measuring and Improving Your Mailroom, 
William B. Cook 


MICROGRAPHICS 


Coded-Microfilm Operation for Fast Mortgage Service 
COM Gaining As More Systems Employ Dry Processing Method, 
Samuel R. Trippe 
Determining the Right Way to Select Micrographics Equipment, 
Michael L. Thomas and Whitney S. Minkler 
Micrographics Proves a Boon To County’s Record-Keeping . 
Micrographics Employed By Circuit Court Helps Update 
Active Records 
Microfilm Technology Speeds Company’s Access to Records 
Microfiche Jackets Aid Underwriter in On-Site Storage 
In-House Micrographics Is Dividend to a Major Bank 
Reader-Printer Is Research Tool for Historical Society 
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Microfilming Helps Reduce State’s Health Care Costs, 
Karl H. Hagenau 

Computer Output Microfilm: Viable Option for Offices 

Bringing COM In-House Lowers Data Center’s Costs 


OFFICE ENVIRONMENT 

22 Tongue-in-Cheek Ways to Rate Your Present Job, 
Richard Piro 

Engineering Human Factors Into an Office Environment, 
D. W. Umberger Jr. 


OFFICE SPACE & DESIGN 


74 Years Later, Royal Moves Into a Windsor Castle 
Creating a Marriage of Space and Good Design 
Moving Into the World’s Largest Computer Campus 
Restoration Proves Best Plan for Firm Needing More Space 
A Functional Interior to Enhance Office Life, 
Stanley Pomerantz 
Interior Space Conceived As An Open Working Environment 
Integrating Power and Carpet Systems for Interior Design 
Space Designer Offers Ten Ideas On How to Offset Cost of 
IRE OR Re ee era eres Sept., 
Planning and Designing the Office Environment, 
Hester S. Jones 
Law Office Interior Design: A Case for Judicious Plans 
Movable Power Grid Core of Futuristic Office Plan 
Creative Communication Is Essential to the Design of a Corporate 
Headquarters 
The Office Design Game: A Primer for Novice Players, 
Richard McNealus 
Italy’s Leading Bank Opens An Elegant Branch in Canada 
Buyers’ Guide to Movable Office Partitions 


PACKAGE DELIVERY 

Why Shippers Rely On Private Delivery Firms 

Among the Package Delivery Service Organizations g., 
United Parcel Service Observes Its 75th Year .......,......000000d Aug., 


PAPER HANDLING 


Intelligent Paper Processing Begins With Proper Handling 
Choosing Office Papers: There’s One for Every Use 


PERSONNEL MANAGEMENT 


Right or Wrong in Employee Relations 
July, 62; Aug., 66; Sept., 89; Oct., 89; 
Training Prescription: Take the Awe Out of Automation, 
Alice Powers McElhone 
Getting the Hidden Costs of People Into the Open 
Most Office Tasks Are Not Automated, Survey Reveals 


Nov., 


RECORDS MANAGEMENT 


The Evolution of a Workable File System, 
I es Maia g. ¥.§..40i-0. 0-656 wii eseie) Ore 9-4 anaes Od WW Nh. a.0-5 Oy: Ee 
Savings & Loan Banks On Off-Site Records Storage, 
ee ee ee cca ds. ag nn Wa ea. 50 6.6 wk as slatted Se Sept., 76 
Mobile Filing Solved Our Records Storage Problems, 
Carol Thomas 
Color-Coded Filing Need Not Be Costly or Complicated, 
Don L. Caldwell 
Manual Systems of Information Retrieval—Without a Computer, 
Lynn Cooper 
Tailored Filing Saves Time and Improves Our Security, 
Cecil F. Hazlett 


, 134 
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VANPOOLING 
WORKS. 


FOR YOU, 
YOUR 
EMPLOYEES 
AND YOUR 
BOTTOM 
LINE. 


Find out how you can put a van- 
poo! to work for you. Write for our 
vanpooling kit to: Mr. Robert S. 
Marx, Office of the Secretary, 
U.S. Department of Transporta- 
tion, 400 7th Street, S.W., 
Washington, D.C. 20590. 


A Public Service Of This Magazine, 
the U.S. Department Of Transporta- 
tion & The Advertising Council. 








DATAFLO 1500 
ELECTRONIC COPYHOLDER 
—=<"vy) IMPROVES 
PRODUCTIVITY 
AND REDUCES 
} OPERATOR 
FATIGUE 


Dataflo frees bothhands 
ofthe operator for 
full attention to the 
keyboard as copy 
control is foot actuated 
© Advanced line-quide system of wide angle magnifying bar that 
makes copy highly visible. reducing both errors and fatigue 
@ Built-in fluorescent light provides “spotlighting tor 
focusing attention on copy 


save $50.00 Now $99.95 


SEND IN YOUR ORDER TODAY 
OUR SPECIAL NO-RISK FREE TRIAL OFFER MEANS YOU MUST BE SATISFIED 
TEL (212) 497-4004/CALL TOLL FREE OUTSIDE NEW YORK 1-800-221-0936 
Data Contro! Supplies, inc./1331 Halsey St. Brooklyn, WY 11237 





FORMS CADDY 


it handles your forms instead of you handling them. 
It changes forms fast—does away with heavy witing. 
Perfect for handling payroll, invoices. work orders. etc. 


jor 5 years: 
$55.00 Ea. 
2 tor $100.00 


BUY 4 FORMS CADODYS ANDO 
RECEIVE A FORMS 
CADDY HANDLE FREE 


#e 
MODEL 1114S 
SEND IN YOUR ORDER TODAY 
OUR SPECIAL NO-RISK FREE TRIAL OFFER MEANS YOU MUST BE SATISFIED 


TEL. (212) 497-4004/CALL TOLL FREE OUTSIDE NEW YORK 1-800-221-0936 
Data Contro! Supplies, inc./1331 Halsey St. Brooklyn, WY 11237 
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Nobody Does 
Professional 
Cleaning of 
Commercial 

Buildings 
Better Than 
ServiceMaster. 





Because we perform all types of 
cleaning, in all kinds of buildings, we're the 
world's leader in professional cleaning. 

Phone your local ServiceMaster repre- 
sentative for details. We are listed under 
“Janitorial Services” in the Yellow Pages. 


the cleaning people 
who care 
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MICROFILM SUPPLIES 


SUBSTANTIAL SAVINGS! 
WE HAVE ADDED NEW ITEMS 
a 


EK SOLID 
WHITE REELS 


— 


EK MAGAZINE 
HOLDERS 


EK TRAILER 
HOLDERS 


KODAK «& 3M TYPE 


LES ENVELOPES 
ae.. Styles Open Top or Top & Sides 


REELS & BOXES 


ALL STYLES JACKETS 
Double Weid 


CARTRIDGE SUPPLIES 


OY Gre 


M&K LEADERS-m4K SPLICE TABS-M INSERTS-M4&K LABELS 
ALSO MICROFILM & MICROFICHE MACHINES 














REQUEST PRICE LIST, LITERATURE OR SAMPLES 


MICROFILM PRODUCTS INC. 


201 W. 22nd St.. New York. N.Y. 10010 
(212) 675-1555 
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File Storage and Retrieval: A Major Management Dilemma, 
Win Anderson 

A Simple File System That Is Accurate and Accessible, 
Roslyn Willet 

Boorum & Pease to Salute Dealer’s Role in Business 


RECORDS PROTECTION 


Insulated Files Survive Dealer’s Disastrous Fire 


REPROGRAPHICS 


No ‘Free’ In-Plant Printing With Our Charge-Back System, 
Bob Biggs ; 

Retail Chain Gains in Battle Against Copying Costs. 

Poll Reveals Buying Habits, Preferences of Copier Users 

Media Service Firm Credits New Growth to Duplicator 

Copier Supplies and Toners: What Determines the Quality? 
Iris Polaski 

Creating Zero-Base Budgeting for Collating and Sorting Use, 
Edward §. Davis 

Among the Suppliers of Collators and Sorters 

Three Good Reasons for the Boom in Copying Machine Use, 
Ted Wirth 

Buyers’ Guide To Copying Equipment 

Copier-Control Systems Add New Dimension to Efficiency 

Copier Classes Held for Dealer Service Managers 

Creative Use of Copiers Trims Printing Costs for Two Firms 

CPA Firm Triples Recovery Rate of Its Copier Charges With 
Transaction Recorders 

A University Monitors Use and Controls Copier Costs 


SECURITY 


Protecting Your Firm’s Interests Is Not Easy, 
James S. Toreson 

A Practical Guide to Small Business Computer Security, 
Lawrence Beitman 

Paper Shredders Enhance Office Document Security, 
Theodore J. Wirth 


SELF MOTIVATION 


A ‘Springboard to Action’ Can Make Your Ideas Work, 
Leslie H. Matthies 


TELECOMMUNICATIONS 


Telecommunications Insights, Alan Herbert Jordan 
July, 100; Aug., 50; Sept., 63; Oct., 
Bell Subsidiary Offers New Processing Service 
Long-Distance Phone Costs Can Be Reduced 
Private Networks Can Control Soaring Communications Costs, 
David F. Hemmings 
Internal Communication Adds to Our Efficiency, 
David R. Thomas Sr. 
What’s Needed to Justify Corporate Teleconferencing, 
EEE, vb co nb0 2b SR RE LE ae 04.0 Wu 0 Wee’ © eiald'a'¥ Nov., 
Flexibility Seen Key to Capability of Videotex 
Reaping the Benefits of a Cost-Effective Phone System, 
Bob Kaufman 
Avoiding Obsolescence in Telecommunications, 
Frederick R. Feldman 
Communications Streamlined With Voice Message System 
Audio Teleconferencing: the Business of Being Practical, 
Susan G. Pereyra 


144; Nov., 
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The Importance of Design In a Teleconference Room, 
Elliot M. Gold 

Army Goes Broadband at Historic Fort Leavenworth 

How to Determine Your Need for a Private Phone System, 
Ronald Migliaccio 

Telephone Headsets Assume a Major Role in Improving 
This Firm’s Communications 

The Queuing Method to Better Use of Your Phone System, 
Michael A. Yanke and James D. Wehr 

Teleconferences Need Not Be Elaborate to Be Effective, 
Nelson Hanover and Fred R. Goldstein 

Era of Growth Seen for Telecommunications 


TEMPORARY HELP 


Temporary Help Meets the Needs of Records Managers 
Among the Suppliers of Temporary Help 


TYPE COMPOSITION 


Photocomposition: It Will Serve Your Specific Needs, 
Beth Bird Pocker 

Phototypesetting: An Old Technology With New Ideas, 
Richard Agent 


TYPEWRITERS 


A full line of business forms, 
stationery, mail labels, personalized 
pads, office supplies and more. Send 
for your FREE copy today! Or call our 
Toll-Free Number, 800-527-9530. In 
Texas Call 800-442-7560 

Se SS SSS SSS S&S a, 
0 YES! 

Send me my free 

Catalog today! 

Mail To: Drawing Board @ Dept. 51512 
256 Regal Row @ Dallas, TX 75222 


Name 
Business 
Address 











; aA Cit Se A. OP ee 
See Shipments of Electronic Typewriters by the Millions " oa ” i 


Manufacturer- Distributor Pact Solidifies Position laaecneeeesesest 


(S)T ; 
[s) T ne Drawing Board 


OFFICES 256 REGAL ROW - P.O BOX 220505 - DALLAS. TEXAS 75222 


WORD PROCESSING 


Word Processing Speeds Fiow of Chemical Firm’s Paperwork 


Architectural Firm’s WP System Enhances Output 
‘Automate’ Your Proofreader for Better Word Processing, 
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Making Maximum Use of a Word Processing System, 
Jon Arizzi 

Word Processing Making Headway in Law Firms, 
Lawrence A. Baer and Robert J. Berkow 

How to Avoid Surprises in a Word Processing System, 
Jody Martin 

Bank Screens WP Jobs for Cost Effectiveness 

Beware of Bells and Whistles When Buying a Word Processor, 
Madeleine Dreyfack 

Skill in Word Processing Means More Than Just Numbers, 
Diana Z. Gilbert 

Our Shared Word Processing System Has Measured Savings, 
Sue Ann Monkress 

A Word Processing Center With the Future in Mind 

Measuring the Productivity of a Word Processing Center, 
Janine E. Smith and Jack Balderston 

Word Processing Works Well for Social Security Administration, 
Robert Morris 

Trends and Technologies in Word Processing Supplies, 
Sharon L. Olsen 

Buyers’ Guide to Word Processors 

Study Says Some WP Systems Users Won’t Return 
to Current Vendors 


WRITING INSTRUMENTS 


Writing Instruments Can Tell Much About a Company, 
Frank L. King 

Pens, Pencils Have Come a Long Way in Thirty Years, 
Robert J. Murray 
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MOVE FULLY 
LOADED FILES 


Quickly... Safely... 

Easily! The NEW LIFT-A-FILE® 

At the touch of the hand the double-acting suc- 
tion cup grasps and holds top of filing cabinet. 
The Grip-Tite Arm secures cabinet to the truck. 
its clutch locking mechanism permits easy ad- 
justability to various cabinet depths. 


© Eliminate removal of file drawers or adjacent 
files. 


® Roll files across carpets, thresholds; in or 
out of groupings 


® Cantilever action lets one person move file 
cabinets 


Ask For Illustrated Literature No. LF 


sici 


S & G ENTERPRISES, INC. 








5638 NORTH 91ST ST. 
MILWAUKEE, WISCONSIN 53225 


(414) 464-5310 





Circle Reader Service Card No. 416 





177 





